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ADMINISTRATIVE PROCEDURES

REGISTRATION FOR THE ELECTRONIC CASE FILING SYSTEM

A.

Desgnation of Cases

All cases shdl be assigned to the Electronic Case Filing System (heresfter
System).

Passwords

Each attorney admitted to practice in this Court, and others as the Court
deems gppropriate, shal beentitled to one System password to permit the
attorney to participateinthe ectronic retrieva andfiling of pleadingsand
other papersin accordance with the System. Registration for apassword
is governed by paragraph 1(C). No attorney/participant shal permit
his’her password to be utilized by anyone other than himsdlf/hersdlf or an
authorized employee.

Regidration

1.

A regigration form, in theform attached hereto as Exhibit A, shall be submitted for
each attorney/participant. Registered participants shall be required to provide
authorization for credit card payment with their registration in order to receive a
login and password.

All regigtration forms shd | bereturned to the United States Bankruptcy Court, 537
Congress St., Portland, Maine 04101; ATTN: Systems Manager.

After successful completion of training with a Clerk’s Office employee, each
registering attorney/participant will recelve a password for the training database
and their System password.

The password required to submit documents to the System serves as the
registered user’ sorigind sgnatureon al €ectronic documentsfiled with the Court.
The password also serves asasignature for purposes of Fed. R. Bankr. P. 9011,
other Federd Rules of Bankruptcy Procedure, the locd rules of this Court, and
any other purposefor which asignatureisrequired in connection with proceedings
before this Court.

Participationin the System by receipt of apassword from the Court shal congtitute

arequest for serviceand notice e ectronically pursuant to Fed. R. Bankr. P. 9036.
Participants in the System, by recelving a password from the Court, agree to
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receive notice and service by eectronic means.

Once regigered, an attorney/participant may withdraw from participation in the
Systemby providing the Clerk of Court or Chief Deputy Clerk with written notice
of such withdrawa. Copies of the written notice must al'so be provided to all
registered attorneys/participants who have gppeared in a case in which the
withdrawing attorney/participant has gppeared, and which case remains open at
the time of withdrawa. Upon receipt, the Office of the Clerk will immediatdy
cancel the attorney/participant’ s password and will del ete the attorney/participant
from any applicable dectronic sarvicelig.

The Court reserves the right to revoke an eectronic filer's password and,
therefore, hisor her authority and ability to eectronicdly file documents, for failure
to comply with any provison of the agreement contained in the Electronic Filer
Regigration Form, failure to adequately protect his or her password, falure to
comply with the provisions of these Adminigtrative Procedures for Electronically
Filed Cases, falure to pay fees required for documents filed dectronicdly, other
misuse of the System, or as a sanction ordered by the Court after notice and
opportunity for hearing.

[ ELECTRONIC FILING AND SERVICE

A.

ling

1.

Except as expresdy provided in subparagraphs 11(B) and 11(D)(3), and in
paragraph 111 below, dl documents shal befiled dectronicaly. Notwithstanding
the foregoing, parties and attorneyswho are not participantsin the System are not
required to eectronicaly file pleadings and other papersin a case.

All documentsthat form part of apleading and that are being filed a the sametime
and by the same party may be dectronicaly filed together under one docket
number; e.g., themotion, asupporting affidavit, the notice of hearing, the certificate
of service, and a proposed form of order, as provided in subparagraph 11(G),
which shal be filed as an attachment to the primary document. A memorandum
of law shdl befiled separately and shown as a related document to the motion.

Because the System is a “red-timeg’ system, the receipt of filing will show the
actual date and time a document was filed on the System. Documents submitted
eectronicdly onthe System outside of normd office hourswill be deemed filed on
the date and time received. For example, if adocument isreceived at 6:27 p.m.
on April 30, 2003, the recaipt of filing will show that date and time, and the
document will be deemed filed asof that date andtime. Deadlineswill not change
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B.

C.

asaresult of thispolicy. The deadlinefor filing, unless otherwise specificaly s,
is midnight of the due date (E.S.T.).

4, The person eectronicdly filing adocument must designate attitle for the document
by sl ecting the gppropriate event title from the categories provided in the System.
Once adocument is submitted and becomes part of the case docket, corrections
to the docket are made only by the Clerk’s Office.

5. Attorneys/participants seeking to schedule emergency motionsor other expedited
matters shall contact the calendar clerk by telephonefor ahearing date, after such
expedited matter has been filed on the System.

System Failure

In instances where a document must be filed immediately, but eectronic filing cannot be
accessed because of a System failure during normd business hours, the filing party shdl,
after making at least two attemptstofiledectronicaly, contact the Clerk’ sofficeto confirm
that the System isnot accessible. If it is confirmed that the System is not accessible, or,
if the System cannot be accessed due to a System failure during non-business hours, the
document shdl be sent as an attachment in PDF format viae-mail to thefollowing address.
ECFbackup@meb.uscourts.gov. The filing party must file with the document an affidavit
dating the reason(s) why the document is being filed via email, and demondrating
compliance with the prerequisites of this subparagraph.  Filerswho experience a System
fallure and file documents viae-mail mus cdl the Clerk’ soffice prior to 10:00 am. of the
next business day to inform them that a document has been filed viae-mail. The Clerk’s
office will download and file the PDF document, and the document will be deemed filed
on the date and time of the email transmittal. Nothing contained in this paragraph is
intended to take away rights contained el sewherein these procedures or inlocd or federd
rules.

Sarvice

1. Whenever adocument isfiled dectronicaly in accordance with the eectronicfiling
procedures, the Systemwill automatically generate a® Notice of Electronic Fling”
a the time of docketing.

2. The filing party shdl serve the document upon al persons entitled to notice or
service in accordance with the gpplicable rules, or, if service by firg dassmail is
permitted under the rules, the filing party may make service on a registered
attorney/participant in accordance with subparagraph 11(C)(3) below.

3. If the recipient of notice or service is a registered attorney/participant in the
System, service of the Natice of Electronic Filing shall be the equivaent of service
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of the document by firgt class mail, postage prepaid.

Nothing contained herein shdl be construed to diminate the necessity of service
of the summons and complaint in accordance with the Federd Rules of Civil
Procedure and the Federa Rules of Bankruptcy Procedure. Thereturn of service
shdl befiled dectronicaly.

In chapter 7 and chapter 13 cases, within one (1) business day after the filing of
the bankruptcy petition, counsd for the debtor shal serve a paper copy of the
petition, schedules, and statement of financid affairs on the chapter trustee
assigned by the System at thetime of filing, and, in chapter 7 casesonly, onthe US
Trustee. If the schedules and statement of financia affairs are not filed with the
petition, as authorized by Fed. R. Bankr. P. 1007(c), they shall be served in
accordance with this subparagraph within one (1) business day of their filing.

D. Sanatures, Affidavits of Sarvice

1.

Regigtered Attorneys and Participants

Petitions, lists, schedules, satements, amendments, pleadings, affidavits, and other
documents which must contain original Sgnatures, or which require verification
under Fed. R. Bankr. P. 1008, or an unsworn declaration as provided in 28
U.S.C. § 1746, shdl be filed dectronicdly and in accordance with the
Adminidrative Procedures. The original, executed documents that contain the
sgnaure of aparty other than the registered filer must be maintained by thefiler
until two (2) years following the closing of the case or until the expiration of al
appedl periods, whichever islater. Upon request of the Court or any interested
party, thefiler must provideorigina documentsfor review. Theedectronicdly filed
document shdl indicate a Sgnature with the party’s name typed in full, e.g., “/d
Jane Doe.”

In the case of a dipulation or other document to be signed by two or more
persons, the following procedure shal be used:

a The filing party shdl initidly confirm that the content of the document is
acceptable to dl personsrequired to Sign the document, and shall obtain
and have in his or her possession the actua signatures of al parties on
the document.

b. The filing party shdl then file the document eectronicaly, indicating the
sgnatories, eg. “/9 Jane Doe,” “/5/ John Doe,” etc.

C. Thefiling party shdl retain the hard copy of the document containing the
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original signatures in accordance with subparagraph 11(D)(1) above.
3. Non-Registered and Pro Se Filers

Petitions, lists, schedules, statements, amendments, pleadings, affidavits, and other
documents which must contain original sgnatures, or which require verification
under Fed. R. Bankr. P. 1008, or an unsworn declaration as provided in 28
U.S.C. § 1746, must be submitted with full Sgnature. These documents will be
scanned by the Clerk’ s Office so they may be docketed eectronicaly.

4. Certificates of Service

Whether serviceof documentsison registered attorneys/parti cipantsin compliance
with subparagraph 11(C)(3) above, or on non-registered parties/attorneys in
compliance withloca and federd rules, a certificate of serviceis Hill required for
dl filings. The certificate must state the manner in which service or notice was
accomplished on each party so entitled, and may be filed together with the
pleading under one docket number, as provided in subparagraph 11(A)(2). A
sample certificate of service is attached to these procedures as Exhibit B.

Fees Payable to the Clerk

1. For filingsthet require afee, registered attor neys/participants credit cardsthen
on file shal be charged pursuant to information provided during training.

2. For filings that require afee, non-registered filers must follow current local rules
for methods of payment.

Exhibits

Except with regard to exhibitsfiled in connection with apleading or motion to be heard on
an emergent or expedited bas's, as discussed below, attorneys/participants eectronicaly
filing documentsthat refer to exhibitsnot prepared in € ectronically produced text shall scan
and dectronicaly file only excerpts of the exhibit that are directly germane to the matter
under congderation by the Court. Excerpted materiad must be clearly and prominently
identified as such, and the complete exhibit must be made available forthwith to interested
parties, counsdl, and/or the Court upon request and at the filer's cost (and must be
available in the courtroom at any hearing pertaining to the matter). An attorney/participant
filing excerpts of the exhibits pursuant to this subparagraph does so without prejudice to
their right tofile additiona excerptsor the complete document(s). Responding partiesmay
timely file additiona excerpts or the complete document(s) that they believe are directly
germane.



With regard to exhibits filed in connection with a matter to be heard on an emergent or
expedited basis, the filing of excerpts of exhibitsisnot permitted, i.e., thefull exhibits must
be filed with the motion, application, pleading, eic. In any event, each document
electronically filed may not exceed forty-five (45) pages in length. For those
pleadings and motions, including attachments, exhibits, etc., that do exceed forty-five
pages, atorneys/participants shall bresk up their documents into separate attachments,
each of which shdl be no more than forty-five (45) pagesin length.

Orders

As required by Loca Rule 9013-1(c), every motion filed must be accompanied by a
proposed form of order. The proposed form of order shdl be dectronicdly filed in PDF
format as an attachment to the motion. If a proposed order is being submitted at the
request of the Court (e.g., following a hearing), it shdl be filed separately in the System
unless otherwise requested by the Court. An agr eed order shal be submitted as set
forth in this paragraph 11(G), but shdl, in addition, conform to the conventions for
dtipulations set forth in subparagraph 11(D)(2) above.

[l CONVENTIONAL FILING

A.

Seded Documents

A motion tofile documentsunder sedl shdl befiled dectronicaly unless prohibited by law.
Documents sought to be, or ordered to be, placed under sed must befiled conventiondly,
and not dectronicaly, unless specificaly authorized by the Court. The order of the Court
authorizing thefiling of documents under sed may befiled eectronicaly unless prohibited
by law. A paper copy of the order must be attached to the documents under sed and
delivered to the Clerk of the Court.

Transcripts

Transcripts shall befiled conventiondly.

Non-Registered and Pro Se Filers

Non-registered filersand debtorswithout legd representation may file petitions, schedules,
motions, pleadings and any other documents conventionally in accordance with the Loca
Rules of the Bankruptcy Court for the Didtrict of Maine and with subparagraphs 11(A)(1)
and I1(D)(3) of the Administrative Procedures.

Tria/Contested Metter Exhibits

Triad/contested matter exhibits shal be submitted, maintained, and exchanged outside of
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the System in a manner that comports with loca and federd rules and any applicable
pretrid or scheduling order. Exhibit lists submitted prior to trid and/or find hearing in a
contested matter shdl befiled eectronicaly.



v

PUBLIC ACCESSTO THE SYSTEM DOCKET

A.

Internet Access

Internet access to the System is not available without a PACER login and password. A
PACER login and password can be secured by contacting the PACER Service Center to
establishan account. Regidtration may be made online a http://pacer.psc.uscourts.gov or
by calling the PACER Service Center at (800) 676-6856.

Suchaccessto the Systemwill dlow retrievd of the docket sheet and documents. Access
to the System will be on a“read only” basis.

Public Access a the Court

The public will have ectronic access a the Clerk’s Office during regular business hours
for viewing the docket sheet and documents filed in the System.

Conventiona Copies and Certified Copies

Conventiond and certified copies of dectronicdly filed documents may be purchased a
the Clerk’ s Office during regular business hours. Thefeefor copying and certification will
be in accordance with the provisions of 28 U.S.C. § 1930.
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Exhibit A-1
UNITED STATESBANKRUPTCY COURT
DISTRICT OF MAINE
ELECTRONIC CASE FILING SYSTEM
ATTORNEY REGISTRATION FORM

| request that the U.S. Bankruptcy Court, District of Maine, register mefor ECF training. |
have already signed up on-linefor the classto be held at the location, date and time listed
below. Upon completion of training, | will beissued alogin and password sothat | can usethe
Court’s Electronic Case Filing System (CM/ECF).

| under stand that the use of my login and password serves as and constitutes my signature. |
agreeto protect and secure my password and | will immediately notify the court if | have any
reason to suspect that my password has been compromised in any way.

| further agreeto abide by all of the rulesand regulationsin the Administrative Procedures
for Filing, Signing, and Verifying Pleadings and Other Documentsin the Electronic Case
Filing (ECF) System currently in effect, and any changes or additionsthat may be madeto
these proceduresin the future.

Class Location, Date and Time;

Firs/Middle/Last Name:

Socia Security Number:

Bar ID # and State:

Law Firm Name:

Firm Address;

Firm Federa Tax ID #:

V oice Phone Number:

FAX Phone Number:

Internet E-Mail Address:

Signature: Date:




Exhibit A-2
UNITED STATESBANKRUPTCY COURT
DISTRICT OF MAINE
CREDIT CARD BLANKET AUTHORIZATION FORM

| hereby authorize the United States Bankruptcy Court for the District of Maine to charge the credit
card(s) noted below for payment of fees, costs and expenses which areincurred by myself or any member
or employee of the law firm, partnership or professional corporation stated below. | certify that | am
authorized to sign this form on behalf of my law firm. This form must be signed by the person whose
signature appears on the back of the credit card.

Name as it appears on card:

Names of other authorized users:

Card mailing address: Name:

Address:

City, State, Zip:

Telephone Number:

[, American Express No. Expiration Date:
V. Diners Club No. Expiration Date:
V. Discover No. Expiration Date:
VI. MasterCard No. Expiration Date:
VII. VISA No. Expiration Date:

€ Please pay for any charges by charging them to this credit card and sending the firm an itemized receipt at the
time of each transaction.

This form will be kept on filein the Clerk's office and will remain in effect until specifically revoked in writing and/or
the expiration date of the card has passed. It is the responsibility of the law firm named above to complete a new
credit card blanket authorization when a credit card has been renewed or to notify the court if the card hasbeen
revoked, canceled or stolen.

In the event the charge against this account is denied, you will be notified immediately to make payment in cash,
money order or certified check. Any abuse of this privilege may result in your removal from the credit card program.

Signature: Date:

Y ou must photocopy your credit card (both sides) and attach the copy to this form.

Please return to: ECF Registration Desk
United States Bankruptcy Court
537 Congress Street, 2™ floor
Portland, ME 04101



Example of Certificate of Service Exr
UNITED STATESBANKRUPTCY COURT
DISTRICT OF MAINE

Inre

KEELEY CONSTRUCTION CO., INC. Chapter 11

Case No. 02-21725

N N N N N

Debtor.

CERTIFICATE OF SERVICE

I, Regan M. Hornney, Esq., hereby certify that Debra A. Gerry, Bankruptcy Paralegal with
Marcus, Clegg & Midtretta, P.A., served atrue and correct copy of the Preliminary Order Granting
Debtor’s Motion for Authority to Use Cash Collateral Pursuant to 11 U.S.C. § 363(c)(2)(B),
Fed.R.Bankr.P. 4001(b) and D.Me.LBR 4001-2, dated October 30, 2002, on each of the parties and
at the addresses st forth on the attached Service Ligt either eectronicaly, where noted, or viaU.S.
mail, postage prepaid, on the 31% day of October, 2002.

Dated: October 31, 2002
/9Regan M. Hornney

Regan M. Hornney, Esq.
Attorney for Debtor

MARCUS, CLEGG & MISTRETTA, PA.
100 Middle Street, East Tower

Portland, ME 04101

Tel. (207) 828-8000


Administrator
Example of Certificate of Service                                                                                          Exhibit B


SERVICE LIST

Inre: Keeley Construction Co., Inc.
Chapter 11, Case No. 02-21725

Robert Checkoway, EsQ. served electronically
U.S. Trugtee' s Office

537 Congress Street, 3 Floor

Portland, ME 04101

WD Matthews Machinery Co.
P.O. Box 319
Auburn, ME 04212

Caterpillar Financiad Services Corporation
10440 Little Patuxent Pkwy. 1200
Columbia, MD 21044

Caterpillar Financiad Services Corporation
2120 West End Avenue
Nashville, TN 37203

Deutsche Financia Services Corporation
2333 Waukegan Road
Bannockburn, IL 60015-0329

Associates Commercia Corporation
8001 Ridgepoint Dr.
Irving, TX 75063

CitiCapitd Commercia Corp.
Raritan Plaza, 111 Fiddcrest Avenue
Edison, NJ 08837

John Deere Congtruction & Forestry
6400 NW 86" Street
Johnston, |A 50131

James F. Kedley, J., President
Keeley Construction Co., Inc.
P.O. Box 1074

Portland, ME 04104-1074





